QUICK REFERENCE
TO
FASCLASS Il

The Fully Automated System for Classification (FASCLASS) application provides the
capability to maintain position descriptions at the HQDA'’s centralized location.
FASCLASS provides users the ability to search, create, modify, and verify position
descriptions for positions that are specific to a CPOC. The menu options available will
vary depending on the user’s classification.

Initial Access to FASCLASS I

You can access FASCLASS Il through ART or through CPOL.

ART - Click on the menu choice "FASCLASS". You will be taken to the
FASCLASS page on CPOL. Proceed as outlined under CPOL below.

CPOL - http://cpol.army.mil/index.html
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Place the cursor over "Tools" in the menu on the left. Another menu will open.
Click on "FASCLASS".
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The opening page of FASCLASS Il will appear. You are now able to view any
job description which has been made public by placing your cursor over the
FASCLASS button on the gray menu bar. You cannot create or edit from this
screen. You must log in under restricted access to make modifications to

FASCLASS.
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To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Automated System for Classification (FASCLASS) is a centralized database at HQDA that gives
access to active position descriptions and position related information throughout Army. Access is
restricted according to user privileges assigned.

If you have any suggestions, please E-Mail us with your comments.
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When you click on Restricted Access the first time, you will see the login screen

below.
Follow the instructions to obtain your manager account.



Request User Account

Introduction

When you click on Restricted Access on the blue menu bar, you will see the login screen

below.
You must first obtain your manager account before you can log in.

The Request User Account screen allows users request FASCLASS restricted user

accounts.

This screen is only available to Classifiers and Managers..

Guidelines

Click the "Restricted Access" link on the light blue menu bar.

Click the link that says "Click Here" that follows the sentence "To request a
FASCLASS Account" beneath the login block.
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Login
To access the restricted area of FASCLASS please enter your Login Name and Password
Login Name: |
Password:
pose
Forgat Your Password? Click Here
Have a FASCLASS ACCOUNT, but forgot your Login Name? Click Here
To request a FASCLASS ACCOUNT, Click Here
=
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When the Request FASCLASS Account screen is selected, the following screen is
displayed. Indicate your status by clicking one of the radio button options. If you are
military personnel, click the military status option. Otherwise, click the civilian option.
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Request User Account

Restricted areas of FASCLASS are limited to Supervisors and Classifiers
employed by the Department of Army. In order to obtain authorization to access
these restricted areas, fill out and submit the following form.
Indicate your status
@ Civilian
 Military
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Fill out the form with as much information as you can. All fields with an asterisk next to
the prompt must be entered in order to process your request. Detailed information on the
fields can be found in the on-line user's manual. When you are finished, click the

"Submit Request" button.
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PRIVACY ACT STATEMENT

Data requested is protected under the provisions of the Privacy Act of 1974, The information you provide is
needed for user authentication, in order to establish a FASCLASS user account. While the law does not
require you to supply this infarmation, it may be impossible to process your account request if you fail to do
so. ¥Ye request your Social Security Nurber [(SSN) to unigquely identify you as a user. Executive Order
93597, dated Movernber 22, 1943, allows Federal agencies to use the Social Secutity Murnber as an identifier
to distinguish between people with the same or similar names.

FASCLASS restricted areas are limited to Supervisors and Classifiers for the Departrnent of the Army

In arder to obtain authorization to access these restricted areas, you must fill and submit the following form
and supply a valid ernail address. Once the account is approved a Login Name will be assigned to you at
the end of the process.

PASSWORD must be between 8 and 15 characters long, and must include at least one upper case letter,
one lower case letter and one number.

*First name: | 0]
*Last Name: | @
*Social Security Number: lixo
*Email: | @D

“Series:[g l—g)
*Region: lﬁ\f)
*Password: l—d)
*Re-enter Password: l—d)

* indicates required entries
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You will receive a screen with your new userid. You can then log in from this point.
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Request User Account Confirmation

Caongratulationsill
FASCLASS account has been created.

Login name is MCGLOTHL406
Please write down the login name.

Click here to Login

hen
Click here to see FASCLASS User profile
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Search Position Data

Introduction

Search Position Data allows all users to search for positions using any field
on the screen or combination of fields on the screen.

When Search Position Data is selected, the following screen is displayed.

2 FASCLASS: Search by Position Data - Microsoft Internet Explorer =l x]
J File Edt View Favorites Tools Help ﬁ
J daBack + = - (D 7ot | Qhsearch (G Favorkes  §History ‘ - S - =
Jnddrass I@ httpsffepsfo.belvoir, army. mil/fasclassfsearch_Fsfsearch_fs_classifier.asp d PGU HLinks 22
Eroce  elmEinwsienees Lo o B
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To search for position descriptions, fill in all applicable fields then click the Search button
Click the [E icon, to bring up a list of valid values. To search on text in duties section, click Advanced Search
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Guidelines

Enter criteria in field(s) desired and click the Search button to begin your search for
positions. To clear all fields and begin new searches, click the Reset button. For detailed
information on searching in the FASCLASS application, see Appendix A (Searching in
FASCLASS) of the on-line User's Manual.



Search Organization

Introduction
The Search Organization allows users to find positions based on organizations.

When Search Organization is selected the following screen is displayed.
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Search by Organization
To search for organizational information, fill in applicable fields then click the Search button.
Click the [E icon, to bring up a list of valid values.
NOTE: When searching by CCPO ID, Command Code, UIC, or Org Code, you must enter information
EXACTLY as it appears on the hotification of Personnel Action (SF 50). However, searching in text
field allows the use of wildcard information.
Region: |National Capital 'IU)
CCPOID:[3 || &) Command Code: W uic: I D Org Code: 0]
Text: | @
=
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Enter criteria in field(s) desired and click the Search button to begin your search for
positions. To clear all fields and begin new searches, click the Reset button. For detailed
information on searching in the FASCLASS application, see Appendix A (Searching in
FASCLASS) of the on-line User's Manual. Once the organizations are returned from the
search, the user can click on the “Show Positions” link to view all positions associated
with that organization.

NOTE: When searching by text, keep in mind that the name and address on which you
search should be exactly as they appear on the Notification of Personnel Action (SF-50).



